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1. HOW TO Logq Into ROCIS

If you are logging into the system, please pointnjarowser tovww.rocis.gov

Read and select the Accept Terms on the Warninge8cr

Enter your User ID (normally, your first initial driast name) and Password (initially rocis123
until you change it to your personal password,igected by the system). Select the Done
button on the ROCIS Broadcast Message screen.

SORN processing is part of the ‘Document ReviewRDnodule of ROCIS. You may be taken
directly into the DR module inbox or to a screequesting you to choose between two or more
of the ROCIS modules, depending on your ROCIS lgigé@s. Please select ‘DR’ to use the
SORN facility.
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2. HOW TO Change Your Password

Whenever your password is set to rocis123 or yagsword has expired, the system will force
you to change your password when you log in. @n'@hange Password’ screen, you will need
to enter your new password twice. Be sure that yjew password conforms to all of the rules
given for password formation. Click the ‘Changes&wvord’ button. You will receive a
confirmation message from the system indicating ybar password has been changed.

'3 ROCIS - Login Change Password - Microsoft Internet Explorer provided by General Setvices Administrakion »‘—Lﬁ—qil

§)
I

File Edit Wiew Favorites Tools  Help

@Back bl > B lﬂ ﬁ _:‘\ | ,‘.-.' Search \:1:\ Favorites €| i ....7; A - L ﬁ T‘

Address [E] http:j/192.136.12.204rocisidoflogin B ‘ Links
Change Password =

New Password I

Confirm New Password I

Change Password m

*Password length should be beteeen 8 and 14, Password must contain at least
one alphabetic, one numeric and one special character

|
€] pore CTETT s 7

distart| | G @ O B B & [l =] (2] 2] 2] [ | @ newmemo-Lotus ... | &7 ROCIS - Login Cha... 9ROCIS_ HOW_TO G, | & ROCIS - Lagi Chan.., | «[@ zmomm

Figure 2.1: Change Password Screen for New Acaau
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Your ROCIS password is good for 90 days; then|litmeed to be reset. About two weeks

before the password expires, ROCIS will give yausaaning whenever you log in that your
password is expiring in XX days.

To change your password, choose Change PasswanaheAdmin drop down list.

fj ROCIS - Created Request List - Internet Explorer Provided by Cox High Speed Internet

@L- o |E. http:jf10.101.23. Z3/rocis{dojagency CreatedODRList ?default=0 j K Il,wa Seatch L~

File Edit View Favorites Tools  Help

Wf 4R @ ROCIS - Created Request List

m}-g - b~ b Page -~ (O} Tools v »
ROCIS DR (SAT) -
| Inbox Request Package Search Admin
|HDOX -C  User Profile
Created Request List
Employee Admin
View All Agencies
Criteria: Status={Created).
Review ID CreatedBy | S0 | pgencyisun Titie IT System
7__7———
0610-8200907-004 |Bushi, Nancy 07/16/2009 |DOCJEDA Mancy's ABC title ISORN TESt SysTEM NAme for MANCy's testing SORN
0610-8200907-003 |Bushi, Nancy 07/14i2009 |DOCJEDA Another test from Nancy | S0RN
0605-2200907-001 |Bushi, Nancy 07/14/2009 |DOCiADM\N Nancy's test package | SORN
List shows all requests (Mo Time Limit).
Login: nbushia On Behalf Of nbushia
ttp:i10.101.23.23 rocis{dof AgencyCreatedODRListPdef ault=03 4 /& trtermet £ 100% -
I d d default 3 * 7
i start| | B RoCIS_How_T0_Gude... ||/ ROCTS - Created Requ... « B LE0em

Figure 2.2: Created Request List with Admin TalDrop down Screen

You will need to enter your old password, your megsword (must be at least 8 characters,
must have one number and one special character-eili&@1234) in both boxes as indicated.
Click the ‘Change Password’ button. When you getdonfirmation screen, click ‘OK’. Please
do not share your password with anyone—this woeld iolation of the Security Agreement
that you signed and could result in the loss ofryameess to ROCIS.
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f_,‘ ROCIS - Change Password - Internet Explorer Provided by Cox High Speed Internet

P =
@ T Iai httpejf10.101.23. 23 frocis{dofChangePassword j 1l lL\va Seatch L~

File Edit View Favorites Tools  Help

o & ROCIS - Changs Passviord | | - sy v bPage = [ Tools v
RO Agenda Regs |
(SAT)

Admin
User Profile Change Password Employee Admin Agencies

Change Password
Old Psswurdl

New Passwnrdl
Confirm New Pﬁ&swordl

| Crunge Pessword ) Cancel |

*Password length should be between 8 and 14. Password must contain at least
one alphabetic, one numeric and one special character.

|Dnne

d;tstart| | B ROCIS_HOW_TO_Guide. . | & ROCIS - Change Pass...

|
’— ’_ ’_ ’_ ’_ ﬁ /€D Internat [Homn -

« B Lsaem

Figure 2.3: Change Password Screen for ExpirinBassword
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3. HOW TO Review and Change Your User Profile

Upon successful login, you should arrive at youooba If you are an Agency user, you will
arrive in your Created Request List. Take a murtelook at your tabs and sub tabs at the top

of the screen. Select User Profile from the Addnop down on the top line. The User Profile
tab provides you a place to view and update yoer idormation.

fj ROCIS - Created Request List - Internet Explorer Provided by Cox High Speed Internet

@L- o |E. http:jf10.101.23. Z3/rocis{dojagency CreatedODRList ?default=0 j K Il,u-a Seatch L~

File Edit View Favorites Tools  Help

W ol e ROCIS - Creaked Request List

f-’;‘) ~ R - o=~ sk Page = (O Tools -
ROCIS DR (SAT) o5 -
Inbox Request Package ory Bearch Admil
= User Profile
Created Request List CHTTE Fa- st
Employee Admin
View All Agencies
Criteria: Status={Created).
0610-5200007-004 Bushi, Naney  |07/16/2003 | DOC/EDA [Nancy's ABC title |SORN TEStSySTEM MAme for NANCy's testing [sorRn
0610-5200907-003 |Bushi, Nancy | 07/14/2000 |DOC/EDA Another test fram Nancy | SORN
DB05-8200007-001 |Bushi, Nancy | 07/14/2008 |DOC/ADMIN | Nancy's test package [ SORN
List shows all requests (Mo Time Limity
Login: nbushia On Behalf Of nbushia
[http:ffin.101.23.23]racisidojAgencyCreated ODRListPdefault=0# T T T L3 @ inkemet [Blio0% - 4
i start| | B RoCIS_How_T0_Gude... ||/ ROCTS - Created Requ... [« @% 136pm

Figure 3.1: Admin Tab to Change User Profile

Upon initial entry, please verify and make appraf@ichanges to any information, paying
particular attention to your telephone number andie Then, be sure to save your
information. The Save button is at the bottorthefscreen.

Please be sure to return to the User Profile toifpwgdur personal information, such as your
phone number or email address, whenever changeas. occ

Your profile will also display the role(s) that leatseen assigned to your user id. A complete
discussion of the agency SORN roles can be fourdgppendix B.
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HOW TO Review and Change Your User Profile (contined)

f_," ROCIS - Employee Detail - Internet Explorer Provided by Cox High Speed Internet

=l8f x|

j ‘7‘ A lL\va Search p :v

@\ o |v httpejf10.101. 23, 23 frocis{dofEditUser Pedit Self =true

File Edit View Favorites Tools  Help

i8R @ROCTS- Erployes Detsi | |

{3~ B) - % = | Page = (G Tookiv

[SAT) =
Admin
’ User Profile Change Password Employee Admin Agencies
User Detail
Prefix * First Name Middle Name * Last Name Suffix
Popeye The Sailor
2 = Agency

Title Agency / Sub Agen

| 00D G 0700 DOD Sub Agency

* User Login * Employee Number

psailor 126217

* Selected Roles

SORMN PREPARER(SP) - 0700 DOD —

SORN PREFPARER(SP) - 0701 AF

SORN PREPARER(SP) - 0702 DOA

SORN PREPARER(SP) - 0703 NAVY

SORN PREPARER(SP) - 0704 DODDEP

SORMN PREPARER(SP) - 0710 COE

SORN PREFPARER(SP) - 0720 DODOASHA

SORN PREPARER(SP) - 0730 DFAS

SORMN PREPARER(SP) - 0750 DARC

SORN PREPARER(SP) - 0790 08

Street Address

[ H
[ T T T L3 @ inkemet [Blio0% - 4
i start Jl@ ROCIS - Employee De... | & Mall - Internet Explorer Pl B ROCIS_HOW_TO_Guide. .. | « G IR 11:05am

Figure 3.2: User Detail Screen--Top

8 May 24, 2010



ROCIS How-To Guide for Agency Users of the SORNIligc
Regulatory Information Service Center (RISC)

f_," ROCIS - Employee Detail - Internet Explorer Provided by Cox High Speed Internet

P =

@‘—:. - |v httpejf10.101. 23, 23 frocis{dofEditUser Pedit Self =true j ‘7‘ A lL\va Seatch P :'
File Edit View Favorites Tools  Help
©¢ 4 @ROCTS- Erployes Detsi | | {2~ B - - bpage - ([ Tools v

SORN PREPARER(SP) - 0720 DODOASHA |

SORN PREPARER(SP) - 0730 DFAS

SORN PREPARER(SP) - 0750 DARC

SORN PREPARER(SP) - 0790 0S

Street Address

City State Zip

Telephone, TDD and Fax must contain exactly 10 digits and can be seperated by (, ), - or a blank.
Such as 999-999-9999, (999)9999999, 999 999 9999 and 9999999999

* Telephone Ext. TDD

202 555-1212 I I
* E-Mail
|PSailor@madeitup.gov

* Denotes Required Field

Login: nbushi  On Behalf Of psailor

T T T L3 @ inkemet [Blio0% - 4
i start Jl /& ROCIS - Employee De... | € Mail - Internet Explorer Pl B ROCIS_HOW_TO_Guide. .. | « O "I 11:06 am

Ll

Figure 3.3: User Detail Screen--Bottom

To leave the User Profile page, scroll to the butend click ‘Save’ (if you changed anything) or

‘Cancel’. This will take you back to the ROCIS Rlloyee Administration screen.
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4. HOW TO Use the ROCIS Employee Administration Sarch

The purpose of the Employee Administration Screeo iallow ROCIS users to find other
ROCIS users via the search capability. For ingaricyou would like to send another agency’s
SORN Privacy Officer (SPO) an email, you are ablsdarch on the SPO role for the agency
and receive a list of contacts. If a SORN Admmaiste Contact wants to identify a list of

preparers (SORN Preparer or SPs) for his/her agémsyis the screen from which to do the
search.

fj ROCIS - Employee Administration - Internet Explorer Provided by Cox High Speed Internet

P =
@q ~ | @] httpif10.101,23.23rocis/dofListUser =l 4| % |uive Search e
File Edit View Favorites Tools  Help
o4 e (& ROCIS - Employes Administration l I i B - i~ | page (G Tools » ?
ROCIS Agenda/Regs &
(SAT)

Admin

ROCIS Employee Administration

User ID Last Name First Name

Agen Sub Agen Employee Number
[esooDoC - v |

Role

|SORN PRIVACY OFFICER(SPO) 1

& Users ¢ Contacts " Both Users and Contacts

Create A New Contact

agency | Wame | Emplio | Userid | Phone tumber Evan

Login: nbushia  On Behalf Of. nbushia

B
[ T T T L3 @ inkemet [Blio0% - 4
i start| | B ROCIS_HOW_T0_Gude... |[ & RoCTS - Employee Ad... [« @2 zozpm

Figure 4.1: Employee Administration Screen

If you are the SORN Administrative Contact, it ig@d idea to periodically check the
authorized users for your agency. Simply enter ymency code, select any of the agency
SORN roles (see Appendix B for a complete desomptirom the Role drop down list, and click
the ‘Search’ button. If the resultant list reflecsers who have left your agency and still have

active accounts, please contact the ROCIS Help Be8&6-450-5250 so that the accounts can
be inactivated and locked.
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When you have satisfied your ROCIS administratiugctions, click on the DR tab to return to
the Created Request List Inbox for Agency users.

/,." ROCIS - Employee Administration - Internet Explorer Provided by Cox High Speed Internet

@.\---J}v |g httpeff10.101.23 23 rocis/dofRedirector PRedirectorMenu=default_so j K |L|va Search B

File Edit ‘iew Favortes Tools  Help

i { - - m » »
‘i‘? 256 @ ROCIS - Employes Administration | | {?ﬂ « B - ms - ;b Page ~ (O Tools =

San) GendEReGs R -+ ()
(SAT)

Inbox OIRA Inbox Rules Agenda Search RIN Utilities

Agency EQ Review OIRA EO Review Reports

Agencics Reference Table Simple [LET Printing ?::r::’ Upload
ge! Administration Emaail List Lock Help
Reports

OIRA
Employee

User Change Change Employee
Profile UserID Password Admin

ROCIS Employee Administration

User ID Last Name First Name

Agen Sub Ag&am:f

Role Last Login Date Prior To
I 7 (MM/DDIYYYY)

Employee Number

& Users  Contacts " Both Users and Contacts

Create A New Cordoct
| socnce | tiame | Emptio | userid | Phonetumper | Eitai | LasiLonn ResetPassword

. ; o 7|
|Dnne l_ l_ l_ l_ l_ ﬁ |@ Inkernet ‘ T 100% v A

ﬂ_—,’Startl ”@RDEIS—EmpIuyeeAd... € Wail - Interniet Explorer P, <« g’lﬁ 1:02 PM
Figure 4.2: DR Tab on Employee Administration Seeen
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5. HOW TO Use the Inbox and the Home Row of Tabs

When you arrive in the ROCIS DR module after susitgly logging in, you’ll be in the Created
Request List Inbox, with a row of additional tabschoose from. Think of this as the top of the
desk in your office where you are working to createpare and track SORN requests.

f" ROCIS - Created Request List - Internet Explorer Provided by Cox High Speed Internet B =) 5]
@ (& Iai httpef10.101.23. 23 rocis/dofRedirectar j Bl g II,\va Search L~

File Edit WView Faworites Tools Help

T : »
W dR eROCIS Created Request List m Bl - s - b Page ~ (0 Tools +

ROCIS DR (SAT)

| Inbox Request Package History Search Admin |

Inbox =Created Request List
Created Request List
View All
Criteria: Status={Created).
Review ID CreatedBy | S84 | pgencyisun Titie IT System
Date
DE‘\D 200908-008 BLlshl Mancy 08/12/2009 DOCJEDA Test as system admin UJ\T Personnel System SORN
0648-2200908-002 |Bushi, Nancy 08/10/2009 |DOCINOAA Test for UAT S0RN
0610-2200908-007 |Bushi, Nancy 08/10/2009 |DOC/EDA This is UAT test SORN
0610-5200908-006 |Bushi, Nancy 08/10/2009 |DOC/EDA Test ofthe SORN system SORN
0607-5200908-002 |Bushi, Nancy 08/05/2009 |DOC/CEMSUS |Another testfor UAT SORN
0610-5200907-004 | Bushi, Nancy 07/16/2008 |DOC/EDA Commerce Test 1 SORN Test System Name of an [T System SORN
0610-5200907-002 |Bushi, Nancy 07/14/2009 |DOCI/EDA Commerce Test 2 SORN
0605-2200907-001 |Bushi, Nancy 07/14/2009 |DOC/ADMIN Commerce Test 3 System for Storing Data re Commerce SORN
List shaws all requests (Mo Time Limit).
Login: nbushi ~ On Behalf Of nbushia
[pane T T T L3 @ inkemet [Blio0% - 4

i start Jl@ ROCIS - Created Requ... & Mal - Internet Explorer PI B ROCIS_HOW_TO_Guide. .. | « G "I 11:35am

Figure 5.1: Agency Created Request Inbox with Hoe Row of Tabs
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The first tab is for your Inbox. Your Inbox has somponents, all of which can be viewed by
moving your mouse over the Inbox tab.

fj ROCIS - Created Request List - Internet Explorer Provided by Cox High Speed Internet

(=1l
@L- o |"1. httpejf10.101. 23, 23/ rocisjdojagency Created ODRList ?default=0 j Fl | K |I,N5 Search £~

File Edit View Favorites Tools  Help
S =
W daf @ ROCIS - Creaked Request List

ROCIS DR (SAT)

fa~ B - o~ |- spage » (hTools

Agenda/Regs PRA

Inbox Request
Created Request List
created ] Created Request Filter List
Submitted Request List
Submitted Request Filter List
Concluded Request List
Concluded Request Filter List

Package Search Admin

~ Inbox->Creafed Request List

View All

Criteria: Status={Created).

Review ID Created By

IT System
0610-2200907-004 |Bushi, Nancy 07M5/2009 |DOC/EDA

_ = STEM MAme for NANCy's testing
0610-5200907-003 [Bushi, Nancy  |07/14/2009 |DOCIEDA Another testfrom Na S0RN
0605-5200907-001 [Bushi, Nancy ~ |07/14/2009 |DOC/ADMIM Nancy's test package SORN
List shows all requests (Mo Time Limit)
Login: nbushia On Behalf Of nbushia

|http:,|’,iln.lm.23.ZEJ‘rncis,l’dnJ‘Agency(reatedODRList?dEfault=D#

T s

[t - g4

« B 15 Em

ﬂ;start| | B ROCIS_HOW_TO_Guidz... | & ROCIS - Created Requ...

Figure 5.2:  Options under Inbox Tab

The six components are:

The Created Request List: The default. This isnetyou will find all created SORN packages

to which you have access. Once a request is craateill remain in your Created Request list
until it is submitted to OIRA or deleted from ROCIS

The Submitted Request List: This portion of youyax will list any SORN packages submitted
to OIRA. Submitted Requests will be reflectedhis st until the request is reviewed by OIRA.

The Concluded Request List: Requests that have leséwed in the last 30 days are reflected
in this list.
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Filter Lists: Each of the three sections aboveadidter’ option which allows a user to search
through the related Inbox section for a specifguest or requests. This is extremely useful if
any box contains a large number of entries.

Regardless of the portion of the Inbox you arg/ay can sort on any column heading to
organize your work space. The sort works likegglte switch. The first time a user clicks on
the column heading, the column data is sorteddefault order. Clicking the column heading a
second time will result in a reversal of the sodeb.
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6. HOW TO Create and Edit a SORN Package

When you are ready to create a SORN Package, cteegaest’ from the Home Row. You
will see a drop down list with one item ‘SystemR¥cords Notice (SORN)’ (more options will

be added in the future). Select that option bylgiting it with your mouse and left-clicking
once.

fj ROCIS - Create New SORN Package - Internet Explorer Provided by Cox High Speed Internet

P =
@L o v | @] hetpifi0.101,23.23frocis/dofNewsORK =l ##| | |Lve search £

File Edit WView Faworites Tools Help

hf 4}" éROCIS Creake News SORN Package

Q'CJ'I';'!.‘- . Page: = (O} fTonls v
ROCIS DR (SAT) |

Inbox Request Package Search Admm |

Reguest.> Svstem of Records Notice (SORN)

Create New SORN Package
 Create a New System of Records Notice (SORN) Request

 Create a new System of Records Notice (SORN) Request Based on a Previously Reviewed and Published SORN

Login: nbushi  On Behalf Of nbushia

E
|pone T T T L3 @ inkemet R
# start| |[ @ Rocrs - Create News... | & Mal - Internet Explorer P... | B RocIs_ How_To_auidz... | [« W] 115 A

Figure 6.1: Create New SORN Package Selectionr&en

You will be presented with a new screen, showing ways to create a SORN package.
The first option is used when creating a new SORbkpge with no SORN related review id.

The second option is used when creating a new SpiRkage related to a previously reviewed
SORN that has already been reviewed by OIRA thrabhglROCIS system and published in the
Federal Register. The OIRA conclusion action nmesgeither ‘Reviewed with Change’ or
‘Reviewed without Change’'—it cannot be ‘Imprope8ybmitted’ or ‘Withdrawn’. When
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choosing this option, a new SORN request will matzd for the same agency/subagency as the
related SORN, and many data items from the rel@8@BN request will be copied into the new
request.

To discuss all of the data items for a SORN requbstfirst option will be selected for this
example.

After choosing to create a new SORN package, tteeadoelow will be displayed. Users must
select an agency, a subagency if appropriate, iated a title and abstract.

Whenever ROCIS supplies a drop down list of vafo@s which to choose, there is a small
arrow at the end of the input box. For agencysarthgency, ROCIS will display the values that
the user is authorized to access.

Matching sets of upward and downward pointing agavdicate that the input box allows
scrolling. So, for example, if the abstract endasegreater than can be displayed in the box, the
user can scroll up or down through the text.

Notice the three buttons underneath the Abstrattatiea. A user can check spelling of text

items using the ‘Check Spelling’ button, save tatackentered to date and create a new SORN
request with the ‘Create’ button, or erase unsalatd with the ‘Cancel’ button.
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~ TROCIS ='Create Newr SORN Package - Windows Internet Explorer provided by General services Admimstration

@ f) v B hittp://10.101.23. 23/rocis/do/NewSORN

[ 4 ] [ove searn |2l
_%ile- Ed-\t _Y\ew Favorites  Tools  Help ) - - I
‘,i? ey E ROCIS - Create Mew SORM Package [ ‘ Ei] =: Ej Qé.’J - QPage' ..(.s- Tools » ”
ROCIS DR (SAT) =

‘ Inbox Request

Package

History Search Admin |
Request->System of Records Notice (SORN)

Create New SORN Package

@ Create a New System of Records Notice (SORN) Request

*Agency: Sub Agency:
losoopoC || |0610EDA  [x]
*Title:

This is an exampie for the SORN User Manual

*Abstract:

|This is just an example to show students the screen|

Check Spelling

Cancel |

© Create a new System of Records Notice (SORN) Request Based on a Previously Reviewed and Published SORN
Login nbushia ©On Behalf Of nbushia

Dane

®100% -

Figure 6.2 Create New SORN Package Data Entry &&=n
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After the request has been successfully createdyshr is transferred to the ‘Edit SORN
Request’ screen. The agency or subagency numbeza@anym are displayed, as well as the

unique SORN review id automatically assigned by R® this particular request. These items
may not be changed.

Also at the top of the screen is a link to the ‘idge Documents’ portion of the SORN process.
That will be discussed under the ‘Upload Documetagic in the manual.

All data items marked with an asterisk are requbvefibre a request can be submitted to OIRA.
If the item does not have an asterisk, it is oflion

(.'f Edit SORN Request - Internet Explorer Provided by Cox High Speed Internet

=18]x]
@f - |g, htbp:ff10.101. 25, 23 rocis/dofAgencyLoadSorndctionfrequest_id=168&record_owner_flag=A _j 4| K II-“’E Search P~
File Edit View Favorites Tools Help
e (& Edit SORN Request - ) - b - ok Page v [0k Tools >
ROCIS DR (SAT) o

In an Request Pal:i(age History Sear:ﬁ Al.i.min
Package-=Current Package->Data

Edit SORN Request

Agency: 0610 EDA SORN Review ID:  0610-5200908-008 Manage Documents

*Title:

Testas system admin

*Abstract (4000 characters maximum):

This is a test ‘-I

*Agency Contact: S

[Hilding, Suzanne 125132 =l

*IT System Name:

!UAT Personnel System
Federal Register Citation: Citation Date:

R —

Related SORN Review ID{s):
0610-8200908-005 = View Related SORN =~ Remove

|Done ’7 ’7 ’7 ’7 ’7 \W ‘9 Inkernet | # to0ss - 4
4 start| | B)ROCIS HOW_TO_Gude... || Edit SORN Request - .. [« @=E 1z2zam

Figure 6.3: Edit SORN Request Top of Screen
Title and Abstract are required data items. Thay fme changed on this screen.
Agency Contact is required: This should be theviddal that the OIRA desk officer can
contact with any questions about the SORN requésgiie user clicks on the arrow at the end of

the input box, ROCIS will display a list of othdrem the organization that have been identified
as contacts in ROCIS previously. If the name efdppropriate individual appears in the list,
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simply highlight the name, and ROCIS will selecttherson. If the name of the individual is not
in the list, the user can create a new contacel®ctng the ‘Add New Contact’ button.

The ‘Add Contact’ process begins with an admintsteatask ‘ROCIS Contact Administration’.
Enter some portion of the name that you want tatcand then click on the ‘Search’ button.

The search results will be displayed at the botbétne screen. The persons located are not
limited to ICR contacts. They represent all typeROCIS contacts, including those for the
agenda module, the EO Reg Review module and therR&thule.

If you see the name that you want to add as a cpmtieck on the name in the search result
portion of the page.

ROCIS Agenda/Regs (SAT) I -

es Agenda Search RIH Wilities Agency FO Review Reports Admin

User Profile Change Password Recertification Employee Admin OIRA Employee Agencies
ROCIS Contact Administration

Last Name: |leliarn5 m

Mote: In order to add a new contact you must first search on the Last Mame.

Please insure that the contact you want to create is not one of the existing contacts displayed below.

[ i J Concel |
dgency | Hame | Phone Number [l | Emploeet

0500 USDA Wiilliams, Jane 999 999-9909 126380
0500 USDA Wiilliame, John 999 999-9909 126389

Login: jcmillerspo

Figure 6.4: Contact Administration Screen

In this example, Jane Williams was selected. JameROCIS as a contact for the agenda
module. That can be determined by noting the amext to ‘RIN Contact’. The arrow and

active status are not highlighted because yourdoés not allow you to change agenda contacts.

However, you can make Roberta a contact for thel$@Rcess by clicking on the box next to
‘ODR Contact'.
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ROCIS Agenda/Regs (SAT) I -+~

Admin
User Profile Change Password Recertification Employee Admin Agencies
Edit Contact Detail
Prefix First Name Middle Name Last Name Suffix
Jane Willlams
Title Agency / Sub Agency
USDA
Employee Number
126380
RIN Contact ¥ EO Contact [ PRA Contact [ DR Contact [
Status ¥ Status | =] tatus | -
Street Address
City State Zip
Telephone Ext. TDD Fax
999 989-9089
E-Mail
[ Save |

Login: jcmillerspo

Figure 6.5: Contact Detail Screen

To effect the change, scroll down to the bottorthefscreen and click on the ‘Save’ button.
After the information is saved, you will be retudn® the Edit SORN Request screen.
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ROCIS Agenda/Regs (SAT)

Rules Agenda Search RIH WHilities Agency EQ Review

AgendaRegs JEE RN SN, Logourt

Reports Admin

User Profile Change Password Recertification Employee Admin OIRA Employee Agencies

ROCIS Contact Administration

Last Hame: |leliams m

Mate: In order to add a new contact you must first search on the Last Mame.

Please insure that the contact you want tOe of the existing contacts displayed below.
Add Cancel

| HName | Phone Number |__Etail | Emploves Ho

0500 USDA Williams, Jane 999 995-9989 126390
0500 LISDA Williams, John 999 998-9909 126368

Login: jecmillerspo

Figure 6.6: Contact Administration Screen (contiued)

The ‘New Contact Detail’ screen captures informagdout the new contact. Any data item
with an asterisk in front of the tag is a requifietd. Although ‘Email’ is not required, it is
highly desirable that it be entered.

The agency item has a drop down list from whichagency or subagency for the contact can be
selected. This is an important decision if youassociated with a cabinet agency (except VA)
or EPA. These have an agency level code which eittls00’, and a number of subagencies.

If the contact is associated with the agency cbdeyill appear in the drop down list for any
subagencies that are part of that agency. If Bessciated with a subagency, he will only
appear in the drop down list for that subagency.

In this example, the user has access to both ‘050€’'agency code for Department of
Commerce, and the subagency ‘0506’, the USDA OfficEommunications, so both numbers
on listed in the drop down list. If the user s&3¢6500" as Charles’ (the new contact), agency,
Charles Williams will appear as a PRA contact foy aubagency within Commerce. If he is
associated with 0607, she will only be a contacensus. If someone were to create an ICR
package for subagency 0605, Charles would not appélae list. If Charles was supposed to be
a contact for 0605, another contact record wouletlta be added showing her agency as ‘0605’
If Charles should be a contact for all subageneigsin Commerce, but you don’t have access to
‘0600, please contact someone who does and askiskato set up Nancy’s contact record.

You can use the Employee Admin search describedestioofind someone with access to ‘0600'.

Click ‘Create User’ at the bottom of the screere Tiew contact will be saved, and you will be
returned to the ‘ICR Data’ screen. All of the caxts that you have selected will be displayed.

21 May 24, 2010



ROCIS How-To Guide for Agency Users of the SORNIligc
Regulatory Information Service Center (RISC)

You can manipulate the order of the contacts bygimg the number to the right of the contact
information. You can also remove a contact bykatig on ‘remove’.

IT System Name: This item is required. Pleaseraghte name of the system to which this
SORN applies.

The remaining data items on this screen are ogtiona

(.'f Edit SORN Request - Internet Explorer Provided by Cox High Speed Internet =7 5]
@ A |g, htbp:ff10.101. 25, 23 rocis/dofAgencyLoadSorndctionfrequest_id=168&record_owner_flag=A _j Tl K Il.we Search L~
File Edit View Favorites Tools Help
$F @ @ Ede SORN Request l | - ) - b - fbPage v (hTools v
*T System Hame: -]
!UAT Personnel System
Federal Register Citation: Citation Date:

Related SORN Review ID{s):

0610-5200908-005  View Related SORN =~ Remave
Add Another Related SORN

Related RIN{s):

0610-AA64  ViewRIN Remove
0610-ZA04 | ViewRIN Remove

Add Ancther Related RIN

Related OMB Control Number(s):

0610-0095  View OMB Control Number =~ Remove
0610-0101 | View OMB Control Number ~ Remove

Check Spelling Save | Delete | Check For Completeness Submit | Cancel

Login: nbushia Cn Behalf Of nbushia

=
| U O O O O ™ B [Faws «
4 start| | B)ROCIS HOW_TO_Guide... |[ @ Edit S0RN Request - L. [« @=E 1z

Figure 6.7: Edit SORN Request Bottom of Screen

Federal Register Citation and Citation date inédicaihen the SORN in question was published in
the Federal Register. If the request is submttiedIRA at the same time that the notice is sent
to the Federal Register, this data will not be lakde until after the review is concluded. A valid
citation contains a volume number, a page numinerffze publication date in the format
MM/DD/YYYY. ROCIS does not accept partial FR ¢itan information. All three data items
must be entered at the same time. Given a vdhtian date, the associated FR volume would
be YYYY —1935. ROCIS will not accept a citatioatd earlier than 1950.

Related SORN Review ID: Optional field which cantaa SORN review id for a request that
was previously reviewed by OIRA and has a publicatiate indicating that it has appeared in
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the Federal Register. A SORN request can onlglaged to another SORN review if they are
for the same agency or subagency.

Related RIN(s): Optional field to indicate thaisthequest is related to a rulemaking that has

been entered into the Unified Agenda and assigrieelgallatory Identification Number (RIN)
A Related RIN can be any valid RIN, regardless géAcy.

Related OMB Control Number(s): Optional field talicate that this request is related to a
submission under the Paperwork Reduction Act thatdeen assigned a valid OMB Control

Number. A Related OMB Control Number can be arlid@MB Control Number, regardless
of Agency.

At this point, all of your data should be savedsbkiecting the ‘Save’ Button. (Data can be saved

at any time during the editing process). You ti#n be ready to add the necessary documents
to your request.

(.'f Edit SORN Request - Internet Explorer Provided by Cox High Speed Internet =7 5]

@ A |g, htbp:ff10.101. 25, 23 rocis/dofAgencyLoadSorndctionfrequest_id=168&record_owner_flag=A j Tl K II.;ve Search L~

File Edit View Favorites Tools Help

.

e o (& Edit SORN Request l | S0 o= B - ey o= Page - (0 Tools - -
*T System Hame: -]
!UAT Personnel System
Federal Register Citation: Citation Date:

[ R | 5

Related SORN Review ID{s):

0610-5200908-005  View Related SORN =~ Remave
Add Another Related SORN

Related RIN{s):

0610-AA64  ViewRIN Remove
0610-ZA04 | ViewRIN Remove

Add Ancther Related RIN

Related OMB Control Number(s):

0610-0095  View OMB Control Number =~ Remove
0610-0101 | View OMB Control Number ~ Remove
| A Archor Relsiod OMB Conrol Number |

Check Spellin 1 Save | D lete | Checlk For Completeness Submit | Cancel
N —

Login: nbushia Cn Behalf Of nbushia

| T ket
4 5tart| J ROCIS_HOW_TO_ Guide. .. | /& Edit SORN Request - L. € Add Contact - Internet E...

Figure 6.8: Edit SORN Request Screen with ‘Savéutton
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7. HOW TO Electronically Attach (Upload) SORN Docunents

To upload (electronically attach) the required doeats, move to the top of the ‘Edit SORN
Request’ screen and click on the link to ‘Manageoents’. Or, mouse over ‘Package’ on

your tab row, mouse over ‘Current Package’ fromdtap down list, and then click on
‘Documents’.

@ ¥ | htip://10.101.23, 23/rocis/do/ODRData? menu=currentPackage

Fle Edt View Favorites Tools Help

ol [l ¢ | [Live ez P~

T e = == = »
W |@Ed\tSORNRequest ‘ ‘ - B @ - ghPage v Qi Tods -

ROCIS DR (SAT) Y oo B

| Inbox Request Package

History Search Admin |

2o Package->Data
Edit SORN Request :

Data
Agency: 0610 EDA

Documents

SORN Review ID: 0610-5200908-008

*Title:

Test as system admin

*Abstract (4000 characters maximum):
This is a test

*Agency Contact:

Hilding, Suzanne 125132 IV\

*IT System Name:

UAT Personnel System

Federal Register Citation:
FR

Citation Date:
B
Related SORN Review ID(s):

|0610-5200908-005 View Related SORN

Related RIN(s):

0610-AAG4 | ViewRIN

]
hte:£/10.101.23.23/rods/do/CDRD:ata?menuU=currentPackage #

@ Internet H100% -
ia start oo dE_sKI 3 Microsoft Of,

PN 2 a4 rtermetEx.. o~ Rt

Figure 7.1: Edit SORN Request with Paths to ‘Maage Documents’
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With either method, the user will be presented &itlew screen from which to load documents.

@ /¥ | htlp://10.101.23. 23/rocis/do/ODRDacuments frequestid=168&menu=currentPackage |i2ed) | F2 | XK| |Liv E peliig

Fle Edt View Favorites Tools Help

= = 7 »
‘ ‘ - EY @, - ;JrPage v (i Toos ¥

ROCIS DR (SAT) on !

p,f e | EROCIS - Manage Documents

| Inbox Request Package History Search Admin |
Package->Current Package->Documents
Review Type: SORN Review Id: 0610-5200908-008 IT System: UAT Personnel System
Agency/Sub-Agency: DOC/EDA Title: Test as system admin
Status: Created Last Event: Created Last Event User: Mancy Bushi (nbushi) Last Event Date: 08/12/2009

Manage Documents

Documents
Removel " Tle | Dooumemt | Document Type _|Version|Date Uploated| _Uploaded By

Uplead New Document Retumn To Package Data i

Login: nbushia On Behalf Of: nbushia

Done @ Internet ®100% -

crosoftOf.,

Figure 7.2: Manage Documents Screen

Every SORN request requires a Cover Letter, a Neerand a Draft Federal Register (FR)
Notice. However, the Cover Letter and Narratigaa be merged into a single document file.
Details on what each type of document should cordan be found in Appendix A.

To upload a new document, click on the button whtit label. A new pop-up window will

appear, prompting the user for a title and theesponding document type. The user will select
the document type from the drop down list provided.
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@t: - IE. http:jf10.101. 23, Z3frocis{dofODR Document strequestId=168&menu=currentPackage ;I Bedl g lL\ve Seatch I}:' i
File Edit View Favorites Tools  Help
o Erocis- Manaue Documents | | " or B - ofsh - bpage + (i Tools v T
ROCIS DR =10i=d talegs PRA Help  Logout
|g, http:f#10.101.23,23(rocis{do/ODRUploadDocument requestId=: IE-E&mEn|_|=currentPatkage&nperatlnnﬂnad&canRemnve—th p—_
_l History Search Admin |
> >
Upload Document Current Package->Document
Review Typs
Agency/Sub
Status: Creat | * Title: | nt Date: 08/12/2009
* Document Type: I Cover Letter
e
Dot D Fil Cover Letter and Narrative (Combined)
1e:  |Draft FR Notice
T | —————— (S — te Uploadod| Uploaded By
Login: nbushia On
Done [T T 8 [@nkernet A% v
E
[pane T T T L3 @ inkemet [Blio0% - 4
i start| | B RoCIS_HoW_T0_ Gude... | & ROCIS - Manage Docum.. | & Add Contact - Intemet £... |[ & rocts - Upload Docu « | QIR 124181
Figure 7.3:

Upload Document Pop-up Screen
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The third field is for the name of the file thatwwant to upload. Click the ‘Browse’ button, and
ROCIS will allow you to browse files on your loc@mputer to find the right document. Once
you have found it, simply click on the file namedanwill appear in the window. Next, click the
‘Open’ button, and the path to the document wijpegr in the ROCIS window. Finally, click
the ‘Upload Document’ button, and ROCIS will attahb file electronically to your submission.

/" ROCIS - Manage Documents - Internet Explorer Provided by Cox High Sp ernet =18fx]
@t:- IE http://10.101.23. 23 rocis/dofODRDocumentsPrequestld=165&menu=currentPackage LI Seaiied lL\\"S Search |2~
File Edit View Favorites Tools  Help

iF @ @ROCIS - Manags Documents | |

P B - @ - i Page - LL'—) Tools =

/Ret +
_ ﬁ History  Search Admin |
il 5 . & —
Lookin: | £ My Documerts = «&Eer >Current Package->Documents
Review Type ) Mancy090604.cl3 B hian ¢
Agency/Sub. nancy 102206,cl3 @Non-:
= ' J
Status: Creat Naney 1270403 B e nt Date: 08/12/2009
i |rancy. s @nurss
™ |riancy_bushi.resume, doc :nyc r
.j nancy _contacts,C5Y @obc e
Hnancyb.ipg @ob] E
A nancybe1.jpg @OIR#
Documents 2l nbi.doc ®ors
[Remove] | 2. doc Homa te Uploaded|  Uploaded By
WL M| =i PRA reports.doc B0
M9 e Release of ROCTS Enhancement1.dor @O\d P
™ |ruew Release of ROCTS Enhancements. doc @nmhlr
ek Conkribution, xls & ombin
o NIS.pdf @Eombir
il H
Login: nbushia  On File name: Inb1.duc d Open I
Files of type: |AII Files %] = Cancel |
E
2|
Bone T 8 @neeme: LRI
[pone R [®io0w - 4

it;tstart| | B9 ROCIS_HOW_TO_Guide... | /& ROCIS - Manage Docum, . | &8 dd Contact - Inbernet E. . || {& ROCIS - Upload Docu... | : oy W 12046 a0

Figure 7.4: ‘Choose File’ Pop-up Screen
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“_Eh ROCIS_HOW_TO_Guide_for SORN_Users.doc - Microsoft Word

FHoMESRY | IRBRS o-o- | @BOE =@ E T 0
alS‘howingMarkup v'EhOW'|£}i}-E}wgv|@v|'i§}|E-v

- Fle Edt ‘iew Insert Format Tools  Table ‘Window Help

lalxl
-3

S AN /= ROCIS - Upload Document - Internet Explorer Provided by Cox High Speed Inteﬂmi;

Type & guestion for help
' =10ix|
. 2 | http: 10, 101.23,23/rocis{do/ODRUploadDocument requestid=1688manu=currentPackageloper ation=loadiranRemove=t LI

=
Upload Document .

* Title:

ICover letter and narrative

* Document Type: I Cover Letter

Document File:

IC \Documents and Settings\DavidiMy Documents\nbl.doc Browse. .
| Uplond Documert ] Close Window |

Done

=
T

[Raw - 4
k‘ngtoshapes'\\mé4?:!@-@|&"£"£‘E:-‘E;.i‘iv
Page 23 Sec 1 Zafas A TE lnid ool REC TRE EXT OWR  (O3K

t}ﬁtaﬂl J @ ROCIS_HOW_Ta_Guide. . I € ROCIS - Manage Docum, . | (& 5dd Contact - Internet ... ”ﬁ ROCIS - Upload Docu...

| & =IR] 1250 am

Figure 7.5: Upload Document Pop-up with Path to @osen Document
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/~ ROCIS - Manage Documents - Internet Explorer Provided by Cox High Speed Intermat

@-—: - IE. http:jf10.101. 23, Z3frocis{dofODR Document strequestId=168&menu=currentPackage

;I {494 | IL\ve Search
File Edit View Favorites Tools  Help

ﬂf ke @ROCIS-M&H&DE Crocuments | I g-H - @ =i Page: - 1) Tools ~ »

ROCIS DR d =01

Help Logout
|g, hittp: {f10.101.23, 23] roris{do/ODRUploadDocument 'I . ——
;l History Search Admin |

r— Upload Document =Current Package-~Documents
Review Typs

Agency/Sub. | * Information about the document has been saved.
Status: Creat nt Date: 08/26/2009

* Title: |Cover letter and narrative
Documents * Document Type: I Cover Letter ﬂ
[Remove] | te Uploaded|  Uploaded By
[T Coverleter | Date Uploaded:  08/26/2009

8/26/2009 Bushi, Mancy

Toreplace an | Uploaded By: Bushi, Nancy click an the ‘Upload New

Document File:  nbl.doc

I Browse. .

Login: nbushia On

|
[T T 8 [@nkernet A% v
- |
[pane T T T L3 @ inkemet [Blio0% - 4
i start| | B RoCIS How_To_Gude... | & ROCIS - Manage Docum.. | & add Contact - Intemet E... || & Rocts - Upload Docu « | =R 1251 a1

Figure 7.6: Upload Document Pop-up after Upload
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fj ROCIS - Manage Documents - Internet Explorer Provided by Cox High Speed Internet

=& %]
@L- o |E. http:jf10.101. 23, Z3frocis{dofODR Document s?requestId=168&menu=currentPackage j K Il,wa Seatch L~

File Edit View Favorites Tools  Help
W daf @ ROCIS - Manage Documents

- B - b - bpage - (i Todls v T
ROCIS DR (SAT) or [

Inbox Request Paci(age Hi;storv Search Aﬂ.ml'n |
Package-=Current Package->Documents
IT System: UAT Personnel System

Review Type: SORN
Agency/Sub-Agency: DOC/EDA
Status: Created

Review Id: 0610-5200908-008
Title: Test as system admin

Last Event: Upload Primary Last Event User: Nancy Bushi

Last Event Date: 08/26/2009
Document (nbushia)
Manage Documents
Documents
Dale Uploaded| Uploaded By
[T Cover lefter and narrative nbi.doc

Cover Lefter 0.0 08/26/2009 Bushi, Mancy

To replace an existing document, click on the document title in the column abave. To upload a new document, click an the ‘Upload New
Document’ button below.

L_hload New Document Retumn To Package Data

Login: nbushia On Behalf Of nbushia

E
[pane T T T L3 @ inkemet [Blio0% - 4
i start| | B RoCIS_HOW_T0_Gude... |[ & ROCTS - Manage Docu. « & 2[R 125380

Figure 7.7: Manage Documents Screen with Coverditer Uploaded

There is also now a box under the ‘Remove’ colur8hould you want to delete this document,

check the box by clicking on it, and then hit ‘Bfnten your keypad. The document will be
deleted from the ROCIS system.

If you find that you want to replace an alreadyoapled document, click on the document name
This method will allow you to replace the documeX¥ibu should never have more than one
version of each document type associated with $@RN request.

After you have uploaded all of your documents, mreto the package by using the button
provided. You will again be at the ‘Edit SORN Regtl screen.
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8. HOW TO Submit a SORN Request

After entering all required data and uploadingrieeessary documents, you may want to
perform a ‘Check for Completeness’ by selectinglibiton with that label at the bottom of the
‘Edit SORN Request’ screen. ROCIS will do a vdiiola of the data and documents. The result
of the validation will be displayed at the top bétscreen. ROCIS will either advise you that the
request is complete, or notify you to provide imhation on what is missing.

f" Edit SORN Request - Internet Explorer Provided by Cox High Speed Internet =) 5]

@L > | 2] http:/10.101.23.23(rocis/dojAgency UpdateSoRn [=] 42| %] [Lve Search £

File Edit View Favorites Tools  Help

©¢ 4 @ Edt SORN Request | | L S R~ S R S o
*IT System Name: -

!UAT Personnel System

Federal Register Citation: Citation Date:

F

Related SORN Review ID(s):
0610-S200908-005 View Related SORN =~ Remave

Add Another Related SORN

Related RIN(s):

0610-AAG4  ViewRIN =~ Remove
0610-ZA04 | View RIN ~ Remove

Related OMB Centrol Number(s):

0610-0095 | View OMB Control Number ~ Remove
0610-0101 | View OMB Control Number Remove

Add Another Related OMB Control Number
 ————
Check Spelling Save | Delete | Check For Completeness | — ~mit | Cancel

Login: nbushia On Behalf Of nbushia

Ll

[pane T T T L3 @ inkemet [Blio0% - 4
i start| | B RoCIS_HoW_T0_Gude... || & edit SORN Request - ... « | W] L14am

Figure 8.1: Edit SORN Request ‘Check for Completness’ Button
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f" Edit SORN Request - Internet Explorer Provided by Cox High Speed Internet

@L > | 2] http:/10.101.23.23(rocis/dojAgency UpdateSoRn [=] 42| %] [Lve Search £

File Edit View Favorites Tools  Help

o ( z
G0 R @ Edi SORN Request

m’} ~ R - o=~ sk Page = (O Tools - »
ROCIS DR (SAT)
dntnee; Raguest .Package: Histony, Search. Ui i ]

Package-=Current Package->Data

= Passes Check for Completeness.

Edit SORN Request

Agency: 0610 EDA SORN Review ID: 0610-5200908-008 IManage Documents

*Title:
Test as system admin

*Abstract (4000 characters maximum):

This is a test ;I

*Agency Contact:

[Hilding, Suzanne 125132 =]

*IT System Name:
!UAT Personnel System

Federal Register Citation: Citation Date:
E

Related SORN Review ID{s):

0610-5200908-005 View Related SORN =~ Remave

B
[pane T T T L3 @ inkemet [Blio0% - 4
i start| | B ROCIS_HOW_TO_Gude... |[ & edit SORN Request - 1.. & ROCIS - Upload Docume... « | B[R] L1zam

Figure 8.2: Edit SORN Request Screen with Resgliof Completeness Check

The request is now ready to be submitted. WhetteetfSubmit’ button is available on your
screen depends on your level of access to the S@&Nile. If you do not have the ‘Submit’
button, save your request and notify an SPO at goganization that the request is ready to be
submitted to OIRA. If you do not know who has SR@ileges, refer to the section on
Employee Administration to perform a search by ageand role.
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If the ‘Submit’ button does appear on your scresgmply select it. ROCIS will respond with a
message asking if you want to submit on behalhefSORN Senior Privacy Officer for your
agency. If everything looks fine, click ‘OK’. Threquest will immediately be submitted to
OIRA, and you will be transferred to your ‘SubmittRBequest List'.

/° Edit SORN Request - Internet Explorer Provided by Cox High net =81 =]
@ Lo b IB; htbp:ff10.101. 25, 23 rocis/dofAgencyLoadSorndctionfrequest_id=168&record_owner_flag=A j 86 2B ¢ lL\ve Search L~
File Edit View Favorites Tools  Help
$F @ @ Ede SORN Request | | f - B - oo - | Page - (G Took v
*T System Hame: -]
!UAT Personnel System
Federal Register Citation: Citation Date:

[ [ @

Related SORN Review ID{s):

0610-5200908-005  View Related SORN =~ Remave

Add Ancther Related SORN
et Bihiek ﬂ

0610-AAB4 | ViewRIN Remove

0 Are you sure you want ko submit the SORMN package to OIRA For review
0610-ZA04  View RN Remove "-'/ on behalf of Senior Privacy Officer Robert Browning?
Add Ancther Related RIN Cancel

Related OMB Control Number(s):
0610-0095  View OMB Control Number =~ Remove

1!

0610-0101 | View OMB Control Number ~ Remove

Add Ancther Related OMB Control Number

Check Spelling Save | Delete | Check For Completeness Submit | Cancel

Login: nbushia Cn Behalf Of nbushia

L«l

[pone R [#o0m - 4
d;tstart| J ] ROCIS_HOW_TO_Guide. .. | /& Edit SORN Request - L., | =) 1058 P

Figure 8.3: Edit SORN Request Screen with SubmVWerification Message
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f_,‘ ROCIS - Submitted Request List - Internet Explorer Provided by Cox High Speed Internet
—

=&l %]
@‘\:/.‘ - Iai http:jf10.101.23. 23/rocis{dojagencyUpdateSORN j ‘7‘ A lL\va Seatch P :'
File Edit View Favorites Tools  Help
©¢ 4 EROCTS - Submited Request List far - B - - b page - »
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Figure 8.4: Submitted Request List Screen

34 May 24, 2010



ROCIS How-To Guide for Agency Users of the SORNIligc
Regulatory Information Service Center (RISC)

9. The Review Process and Open/Close for Amendment

When the SORN request is submitted, the ROCIS iystes the agency submission (SORN
data and documents), and that submission recoreMisr altered. Instead, at the same time, the
system makes an exact copy of the submission andes it to OIRA. While the SORN
package is under review, OIRA may request thaag@ncy make changes to the submission.
These changes will be made to the OIRA copy oféieerd. In order for the agency to make
changes to the OIRA version of the submission, BAQlesk officer must open the record for
amendment. Such an action on the part of OIRAshdw as a change of status in the submitted
box for the agency. The status will be change®fen for Amendment’. Once a SORN
request has this status, the agency can operdhe @ubmission by clicking on either the status
or the SORN reference number in the submitteddrst, make the changes discussed with
OIRA.

You will see the change to ‘Open for Amendmenthia status column of the request in your
‘Submitted’ box.
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Figure 9.1: Submitted Request List Screen

To make changes to the package, select it by olic&n the review id.

Not every item can be changed when a submissiopaeed for amendment. Items that cannot
be changed will appear in gray. Except for themms, users can make any data changes.

Users may also upload new versions of documente e package is ‘Open for Amendment’.
You should always upload new versions of existioguiments, rather than uploading new
documents. Uploading new documents will resuttuplicates of document types. Your request
cannot be resubmitted if it contains, for exampiere than one cover letter with the same
version number. To upload a new version, clicklendocument name. The process to browse
your local desktop files will be the same as it wafore. When the new document is uploaded,
it will show as another version of the same typdafument.

When the necessary changes to the SORN packagdéamenade, an SPO should select the
‘Resubmit’ button at the bottom of the ‘Edit SORMdriest’ screen. This will change the status
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to ‘Close for Amendment’, thus notifying the OIRA&sK officer that the changes are completed.
The OIRA desk officer also has the ability to chatige status to ‘Close for Amendment’.
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Figure 9.2: Edit SORN Request Screen with ResulitrButton
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ROCIS will automatically transfer you back to yo8ubmitted’ list, where you can view the
change in status.
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Figure 9.3: Submitted Request List Screen

Once the status is changed to ‘Closed for Amendirtéet modifications made to the OIRA
record will no longer be viewable by the agencyhéW an agency user views the submission,
the user will be looking at the original versiontibé submission, not the modified copy
‘belonging’ to OIRA. That will be true until theview is concluded by OIRA. Once the review
is concluded, the OIRA version of the record wdtbme the default displayed version of the
review. However, the agency can always choosedb &t the original submission by going to
the SORN Package tab and choosing the ‘Agency Stdth8ORN Package’ option.
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10. The Conclusion Process

When OIRA concludes review of the SORN submissR@CIS will display the submission in
the agency's Concluded Inbox for 30 days. The egean review all the information on the
concluded review by clicking on the SORN Review ID.

OIRA can conclude the review with any of a numbescaiions. These include:

* Reviewed without Change—the SORN request was re@ddw OIRA, and no
substantive changes were necessary

* Reviewed with Change—the SORN request was revidye&dIRA and changes were
made by the agency to the submission

* Improperly Submitted—OIRA determined that the SORRNuest was not appropriate for
OIRA review

* Withdrawn—the submitting Agency asked that the SOB§uest be withdrawn from
consideration
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11. How to Add a Federal Register Citation to a Qucluded SORN
Reqguest

Normally, the SORN will be published in the FeddRalgister either while the request is under
review by OIRA or after the review is concludedislimportant that the FR citation be added to
the SORN package.

The FR citation may be added to a previously regtwackage by an agency SORN user with a
role of SORN Publication Updater (SPU). If thesend user at your agency that has this role,
you should have your SORN Administrative Contadittt@ ROCIS Help Desk to make
arrangements to have someone fill this role.

An SPU locates the appropriate package eitherarcéimcluded box or via a simple search.
Click on the review id, and ROCIS will display t#RA Conclusion Screen. The data items for
publication volume, page number and date will baxshas entry boxes. Enter the publication
information, and select the ‘Add FR Publication ®ditutton. Be sure that the data is correct,
since once the ‘OK’ is selected and the data ieredt it cannot be changed. If incorrect citation
data is entered and processed by ROCIS, pleastedlOCIS Help Desk at 866-450-5250 to
ask for assistance from the ROCIS technical team.
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Appendix A: Required Documents

Contents of the New or Altered System Report.

The report for a new or altered system has threm@hts: a cover letter, a narrative statement,
and supporting documentation (the draft FederaldegNotice).

(a) Cover Letter. The cover letter should be sigmgthe senior agency official responsible for
implementation of the Privacy Act within the agerand should contain the name and telephone
number of the individual who can best answer qaastabout the system of records. The letter
should contain the agency's assurance that th@gedpsystem does not duplicate any existing
agency or government-wide systems of records. @tterlsent to OMB may also include a
request for waiver of the time period for the rewidhe agency should indicate why it cannot
meet the established review period and the consegsef not obtaining the waiver. There is no
prescribed format for the letter.

(b) Narrative Statement. There is also no presdribemat for the narrative statement, but it
should be brief. It should make reference, as gp@te, to information in the supporting
documentation rather than restating such informafidne statement should:
1. Describe the purpose for which the agency @mbéishing the system of records.
2. ldentify the authority under which the systenreafords is maintained. The agency
should avoid citing housekeeping statutes, buerathe the underlying programmatic
authority for collecting, maintaining, and using tinformation. When the system is
being operated to support an agency housekeepaggagm, e.g., a carpool locator, the
agency may, however, cite a general housekeepamgfestthat authorizes the agency head
to keep such records as necessary.
3. Provide the agency's evaluation of the probableotential effect of the proposal on
the privacy of individuals.
4. Provide a brief description of the steps takgthie agency to minimize the risk of
unauthorized access to the system of records. & ohetailed assessment of the risks and
specific administrative, technical, procedural, phgsical safeguards established shall
be made available to OMB upon request.
5. Explain how each proposed routine use satitiegompatibility requirement of
subsection (a)(7) of the Act. For altered systdhis,requirement pertains only to any
newly proposed routine use.
6. Provide OMB Control Numbers, expiration dates] tles of any information
collection requests (e.g., forms, surveys, etaajaioed in the system of records and
approved by OMB under the Paperwork Reduction Kthe request for OMB clearance
of an information collection is pending, the agentgy simply state the title of the
collection and the date it was submitted for OMBachnce.
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(c) Draft Federal Register Notice. Attach the faling to all new or altered system of records

reports:
1. A copy of the new or altered system of recomtice consistent with the provisions of
5 U.S.C. 552a(e)(4). The notice must appear iridivaat prescribed by the Office of the
Federal Register's Document Drafting Handbook.gfoposed altered systems the
agency should supply a copy of the original systémecords notice to ensure that
reviewers can understand the changes proposdutk fidle change to an existing system
of records is to add a routine use, the agencyldlather republish the entire system of
records notice, a condensed description of thesysf records, or a citation to the last
full text Federal Register publication.

2. A copy in Federal Register format of any newnegion rules or changes to published

rules (consistent with the provisions of 5 U.S.62&(f),(j), or (k)) that the agency
proposes to issue for the new or altered system.
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Appendix B: SORN Agency Roles

There are five roles within ROCIS that are spealficassociated with the agency portion of the
SORN module:

SORN Preparer (SP) -This individual can create and update any typ8@RN-related
request. To obtain a ROCIS account, he has thrgogh his agency’s SORN Administrative
Contact (see role description below) and sign arggcagreement.

SORN Privacy Officer (SPO) —This individual can do everything that a SORN Prepaan.

He can also submit a request to OIRA for reviewda &ORN on behalf of the agency SORN
Senior Privacy Officer (SSPO). To obtain a ROGd8oaint, the SPO must go through the
agency’s SORN Administrative Contact and sign aisgcagreement. Additionally, the ROCIS
technical team must receive an email from the ag&8PO, delegating the SSPO’s authority to
the new SPO to submit requests to OIRZach agency must have at least one of these.

SORN Administrative Contact (SAC) —This person is the primary point of contact for an
agency with regard to new accounts. If someona o agency wants an account with access
to the SORN module, the request must be made thringgSORN Administrative Contact. The
SAC will inform the ROCIS technical team of whettiee new user will be an SP or an SPO
and, if applicable, the subagencies within the agéo which the user should have access (this
applies mostly to Cabinet agencies and EP2gch agency must have at least one of these.

This SAC role actually has no ROCIS privileges agged with it, so the SAC is not a user and
there are no requirements for a security agreeoremndining. However, in practice, almost all
SACs are also SPOs, and all of the conditionsridBRO apply to them.

A change in an agency SAC is normally handled kyaitgoing SAC, who notifies the ROCIS
technical team of his replacement. If there is qugstion about who the SAC for an agency is,
the ROCIS technical team will request an email ftbemSSPO naming the new SAC.

SORN Senior Privacy Officer (SSPO) This person is ultimately responsible for verifyiting
accuracy and completeness of the information coathin each of the agency’s SORN
submissions. Every ROCIS SORN-related submissaones the SSPO’s identifying
information, along with a notation of who submittbe request on the SSPO’s behalf (that is,
the name of the SPO who actually submitted theastio OIRA).

The SSPO is responsible for delegating authoriggency SPOs, and, when necessary, haming
the agency’s SAC.Each agency must have at least one of these.

SORN Publication Date Updater (SPU}- A person with this role is allowed to add a
publication citation to a previously reviewed SORIduest. This role may be the only one an
individual has, or it may be combined with anyloé toles described abovEach agency must
have at least one of these.
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